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25X1 Proposed Handbook[ | Correspondence Style and
Procedures

1. Bubject Handbook is forwarded for authentication by
the DD/S, It has been fully coordinated throughout Head-
quarters and all conflicting views reconciled. A particularly
cloge review was given the final draft by the secretaries to
the DCI and the DDCI.

2, This Handbook was developed to meet the need for a
gulde to correspondence practices not described in the CIA

Correspondence Manual, dated April 1952, and to provide a more
U¥ADle tralning esk reference than is now available,
Specifically, the Randbook covers the followlng subjects for
the first times i

a., The use of an "In reply refer to" line to aid the
routing of certain overt replies from outside correspondents,

b, Identifying second and succeedipg Pages.

¢, Concurrences and approvals within a memorandum,
d, Memorandum for the record,

@, Preparation of Top Secret correspondence,

f, Brief for the DCI or DICI,

ge Assembling and forwarding correspondence,

3, In addition to dealing with the above subjects for the
first time, the Handbook offers the following advantagess

8, Materiasl is arranged for rapid reference, Exhibits
are used to supplant or augment narrative wherever possible,
Yormat exhiblts show space measurements. The Handbook is tabbed
and indexed.
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b, Many mabjects covered by the manual of April 1952
ave dealt with in more detall, Particular atiention is given
4o those standards which persomnel of the 0ffice of Training
state are most difficult for new employees o undersiand,
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